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GROUP
	ATTENTION: Toll IT Service Desk

Request for Authorised Access to Staff e-mail Account

Fax: +61-3-9793-3813



Request for Authorised Access to Staff e-mail Account
1. This form is not required if the staff member has left the Toll Group. The manager of the staff member who has left the Toll Group can request access to the staff member’s mailbox by contacting the IT Service Desk.

2. Once the form has been completed, (including BU GM approval), please send to the IT Service Desk who will facilitate final authorisation.
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Request Details
	Date :
Date request is raised
	____ / ____ / ______
	

	Userid
User ID used to log on to the network
	     

	First Name 
Requesters first name
	     

	Last Name 
Requesters surname
	     

	Contact Number
Phone number requester can be contacted on
	     

	Business Unit 
Business Unit the requester is from 
	     

	Requestor’s Signature
The requestor’s signature
	     

	Justification for Request 
Reason why application is required
	     

	General Manager/ Group Divisional Director sign off
	     
	____ / ____ / ______

	Required by (date/Time)
	 FORMCHECKBOX 
   Urgent (24 hours)    FORMCHECKBOX 
   Medium (2 days)   FORMCHECKBOX 
   Low ( > 2 days )

	Requirement
	 FORMCHECKBOX 
   Permanent               FORMCHECKBOX 
 Temporary
 End Date: ____ / ____ / ______

	Note: Requests for permanent access can only be made with the user’s consent or if the user has left the Toll Group.


E-mail Account Details
	E-mail Address
E-mail address of the account to gain access to
	     

	First Name 
E-mail account owner’s first name
	     

	Last Name 
E-mail account owner’s surname
	     

	User Consent for permanent access (if required)
	     
	____ / ____ / ______


Approval
A Minimum of two authorisations must be obtained from the list below before request will be processed.

	Title
	Name
	Signature
	Date

	Corporate IT General Manager
	Martin Dunne
	
	____ / ____ / ______

	Corporate IT Security Manager
	Steven Mitchell
	
	____ / ____ / ______


Note: If either the IT General Manager or the IT Security Manager is unavailable, the Service Desk Manager can approve access on their behalf
	Date Request Completed
	____ / ____ / ______

	Completed By
	     


Notes: 
Form will not be processed if insufficient information is provided
IT security will be notified prior to any request being processed.
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